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CERTRAL INTELLICERCE AGENCY
H&Shing‘bbn, ﬁa Cll

HOTICE

SUBJECT: Processing Rotatlons for CIA Career Service Progrem

rerzrencE:  CIa wotice [

1. Attached hersto are instructions for processing rotations by
Sponsoring and Receiving Offices in conformance with the Career Service
Progiram. ‘

2« Procedures for processing rotations within the Personnel Office
will be established by internal publication.

FOR THRY DIRECTOR OF CSRTRAL INTELLIOGENCE

WALTER BETD wOLE
Deputy Dirsctor
{Administration)
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ROTATION

Instructions for Proecessing Rotations
by Loan and Exchange

Hotation by Loan

B

imtistion of Reguest for Personnel fctlon Against Rotation
Loan $lots

{1) The 8ponSoring Office will initiate the Request for Persomnel

(2)

(1

Action against a Rotation Loan Slot of that Office. The sig-
nature of the Assistant Director of the Spomsoring Office, as
épproving officer, will represent the aprroval of the 0ffice
Career Service Board. Hotaticn losn slots will be used when
rotation by exchange is not practical.

The Request for Personnel Action will be prepared in a manmer
sisilar to & personnel action request for reassigmment. The
Mature of the Action will be Resssigmment {Rotation Loan).
The Assistant Director of the Spensoring Office will forward
the personnsl action request to the appropriate Personnel
Division Chief.

Before the individual leaves his position to rsport to his
rotation assigmment the Office Board will advise him that he
%ill be restored to the position he left or to & position of
similar seniority, status and pay br to & mors responsitle
position providing that he ia then gualified te perform the
duties involved. If he is not so qualified, he will de
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placed in that position which is the nearest approximation
to his former poslition consistent with the circumstances

in hig case,

bse Completion of Hotation

The Sponsorimg Office will prepare the regular personnel action

indicating ihe completion of the rotation. The Fature of Action

will be Reassignment {Completion of Rotation Loan).

» 2« Rotstion by xchange

&8s Procedure for Initiation of Exchange

(1)

(2)

In rotation by exchange the Office Boards will negotiate the
"swapping" of the two persons involved. This rgﬁation will
not require a formal perscnnel action as it will be arranged
and administered by the Office Boards concerned. However, the
Sponsoring Office of each individual rotated by exchange will
prepare for inclusieon in the official personnel file a memor-
andum étating the details of the exchange rotation. This
memorandum should include a brief description of the type of
treining planned, the expected duration of the rotation, and
any other information which should become & matier of record
concerning the rotation in the individual's personnel file,
This memorandum will be directed to the appropriate Personnel
Division Chief and will be signed by the dssistant Director
of the Sponsoring Office to indicate approval of the Office

Career Service Board.

-
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bs Completion of Rotation
Upon the completion of retetion by exchange the tuwo offices con-
corned will coprdinate this detormination and will submit to the
Chief of tﬁe appropriate Pergommel Biwisgion s memorandum indi-
cating completion of the rotation.

3. Operattonal Control of Individuals Rotated by Loan and Exchange

#s  An individual with a rotetion assignment will remain on the rolls
of the Sponsoring Office and wnder 1ts administrative control for
promotion and transfer purposes. The Sponsoring Office will pay
the individual from home office funds 2t his home office grads.

be ?ﬁe individual will be under the operational control and sapsre
vision of the Receliving 0ffice 3oard for the duration of his
tour of duty with that Office, during which period Persomnel
Evaluation Reports will be prepared by the Receiving Office and
forwarded to the Sponsoring O0ffice. The Receiving Office will
agsign each appointes to a loglecal unlt in its organizatiomal
structure snd at the oulset will outline to the individual the
duties and respongibilities of his new assignment,

e Seecurity concurrence will he obtained for an inter-office or extra-CIA
assigment rotation prior to the physical movement of the individual

goncernceds

-3-
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PERSONNTL DIRRCTOR MEMORAHDOM EO. __ﬁi
SUBJECT: Hotation for CIA Career Service Program

25X1A rerERaNCE:  CIA Wotice IINNEBE c:i career Service Program (dated
19 June 1952)

1, The two basic types of rotation to be used in the CIA Cereer 3Service
Program are rotation by loan and retation by exchange:
&y The Loen procedure authorizes &n Office Career Service Board to
recommend the temporary assignment of an individual to ancther
Office without rgceiving anyone in return or to recommsend his
aaaignﬁent to outside activities for the purpcse of broadening
his knowledge of his field, Rotation loan slots will be used
only to effect rotation assignment when "exchange” rotation is
not prectical.
bs  The Exchange procedurs authorizes (ffice Caresr Service Boards to
" negotiate the "swapping" of two persons when 1% has been Judged
that rotation is the best method of broadening their sxperience.
The two poaiticna affected must be of corresponding responsibility
ot the respective grades of the positions or incumbents need not
be ldentical.
2+ HRotation by Loan
a, Rotation slots
{1} BRotation slots, sllotted by quota outline in Schedule B of
25X1A ¢iA Notice I vii: ve available to Office Boards,
Fifty slots are available for alloiment by the SiA Career
Servics Board.
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{2) These slots will be ™opsn" to accommodate any grade and are
over and above the normal T/0 of the Offices. Since only
personnel on "loan" rotation essignment will be carried
againatf these slots, authorized T/0 positions will not
be encurbered.,

be Initietion .éf Request for Personnel Action Against Rotation Loan

Slots

(1} The Sponsoring Office will initiate the Request for Persommel
Action against a Rotation Loan Slot of that Office. The sige
nature of the issistant Director of the Sponsoring Office, as
apprévmg dfficer, will represent the approval of the Dffice
Cardsr Service Board.

{2) The Request for Personnsl Action will be prepared in a manner
gimilar to & personnel action rejguest for reassigmment. The
¥ature of the fsction will be Reassignment (Eotation Loan).
The Assistent Director of the Jponsoring Office will present
the personnel sciion request to the appropriate Fersonne] Div-
ision Chiefs The Chlef of the approprlate Personnel Division
will forward the request to the Plscement Ufficer servicing
the éponaoring Office. The request will be forwarded to the
Transactions and Records Bramch by the Placement Gfficer.

{3) Before leaving his position to report to his rotation assign-
ment the Office Board will advise the individuval that he will
be restored to the position he left or to a position of simie
lar senlority, siatus and pay or to a more responsibvle posiw
tion providing that he is then qualified to perform the dutles
inveolved., If he is not 8o qualified, he will he placed in
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that position which is the nearest approximation to his for-

mer position consistent with the clrcumstances in his case.

¢s Processing of Request for Psrscnnel Action Against Rotation Loan

8lots

(1} Placement Branch

{(a)

{v)

The Placement Officer will insure that the persennel
sction reaches the appropriate Transaction and Reeords
Branch.

He will reactivate or ohbiain a recrultment reguest
from the Sponsoring Office if the position is to be
filled which was vacated by the individual being

placed in a Hotation Loan Sict.

{2} Transactions and Records Branch

{a} The Branch concerned will process the Kequest gor

{p)

{c)

rersonnel Action simllar to an internal reaksignment
'

personnel action. B
\

The Personnel Action will be sxecuted to efggét»thc
"loan! rotation assignment. Reassignment (Kotation
Loan) will be stated as the Nature of Action and the
Receiving Office and Division or extra-CIA assigne
ment will be disignated in the Remarks section. The
title and number of the position held by the individ-
ual at the time of rotation will be inscribed on the
parsonnel aciicn.

The Branch will show 8n the position contrel that the

-3-
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individuel has vacated his former position and is being
temporarily assigned to one of the Rotation Loan Slots
of the Sponsoring 0ffice., Complete identifying infor-
mation on the position to which the individual is being
reassigned will be posted to the individual's Service
Record Card.

{d) The Service Record Card of each individual on rotation
loan will be maintained in & separate Position Inven=
tory £file. A SXIB colored card showing that the indi-
vidual concerned is on & rotation loan slot will be ine
serted in the place formerly occupied by the individualts
Service Record Card.

{e¢) Ths Bransh wlll take necessary security measures to in-
pure that 'manthorized information iz not given out
regarding the rotation loan assigrment.

{3} Where a transfer of funds is necessary for security ressons
in the Botation Assignment, the details of the personnel ac-
tion will be worked out on an individusl basis., These cases
will develop when an individual will occcupy a Rotation Slot
of an overt Sponsoring Office but smust be transferred to une
vouchered funds for administrative and pay purposes due to
the segurity slemenis of his rotation loan assignment.

de Eompletion of Rotation
The Sponsoring Office will prepare the regular personnel action
indicating the completion of the rotation. The Naturs of Actionm
I
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will be Reassigmment {Completion of Rotation Loan).

3, BEotstion by Exchange

- 1

b

Procedure for Initiation of Exchange

{1} In rotation by exchange the Office Boards will negotiate the

(@)

"swapping®™ of the two persons invelved. This rotation will

not reguire a formal personnel action as it will ke a:_rranged
and administered by the Office Boards conceraed. However, the
Sponsoring Office of each individusl rotated by exchange will
prepave for inclusion in the official persomnel file z memore
andum stating the details 6f the exchange rotation. This
memorandunm should include a brief description of the type of
training plannad, the svpected duration of the rotation, and
any other information which should become a matier of record
concerning the rotation in the individuslls personnel file.
This memorandun Will be directed to the appropriate Personnel
Division Chief and will be signed by the Assistant Director
of the Sponsoring Office teo indicate approval of the Office
Carecr Service Board. The Chief of the appropriate Personnel
Division will forward this memorandum to the appropriate
Transactions and Records Branch through the Placement Officer

servicing the Sponsoring Office,

Position Control Record of Exchanges

The Transactions and Records Branch will maintain the Service

Record Card of each individusl rotated by exchange in & separate

Position Inventory File and will place s 5XB colorsd card in the

-5 .
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appropriate place in the general file to indicate that the indi-
vidual has been rotated.

ce Completion of Rotation
Upon the completion of rotetion by exchange the two offices con-
‘cerned will coordinate this determination and will gobmit to the
thief of the appropriate Parsonnel Division a memorandum indl-
cating complation of the rotatlon. The Chief of the appropriate
Fersonnel Division will forward this memorandum to the Transaction
and Becords Rranch through the Flacement Branch.

L. Operstional Control of Individusls Botated by Loan and Exchange

a. 4n individual with a rotation sssignment will remain on the rolls
of the Sponsoring Office and under its gdministrative control for
promotion ané transfer purposes. The Sponsoring Office will pay
the individual {rom home office funds at his home office grade.

be The individual will be under the operational gontrol and super-
vision of the Recelving Office Board for the duration of his
tour of duty with that Office, during which period Personnel
Evsluation Reports will be prepared by the Receiving Office and
forwarded to the Sponsoring Office. The Receivling Office will
aasign each appointes to & logical unit in its organizationsl
gtructure and at the outset will oumtline tolthe individual the
dubies and responsibilities of his new assignment.

5, Becurity Concurrence.
Security concurrence w11l be obtained for an inter-office or extra-ClL
assignment rotation prior to the physical movement of the individusal

concernad.
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